STARS Abnormal Balances by Allottee by Trading Partner Report

1. Select GL Inquiry under Application after logging into STARS.
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2. Under “Other” click on Run.
3. Ensure that the “Single Request” radio button is selected on the Submit a New Request screen

and click OK.
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4. Enter “DOE Abnormal Balances by Allottee by Trading Partner Report” in the Name field on the
Submit Request screen. Press Tab.
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5. Enter “APR-06” in the Period Name on the Parameters screen. Press Tab.
6. Enter your allottee in the Allottee From and Allottee To fields. Click OK.



Click on Submit and you will get the Request screen. Click the Refresh Data button periodically
until your report is completed. There should be a blue bar next to your report with the
corresponding Request ID number.
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To print your report click on Tools from the menu bar and select Reprint after the report Phase

indicates “Completed” and the Status is “Normal”.
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